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10 September 1952 


FERSQNNEL DIRECTOR MEMORANDUM NO, 1x3—52 




HBR5G,im EVALUATION RFV'GRT PROCEDURES 


MWkWtcbs, 


(a » 

(r>) 

(o) 


C IA Regulation 
CIA Notice 
CIA Notice 


dated 1 August 1952 

dated I August X9$2 
dated 1 Aiigust 19>2 


!<-. This memorandum supplements the referenced Instruct!*. ns by 
proscribing interim procedures for notifying operating } - 

Personnel Evaluation Reports due during the initiat'd. •:■!.. vf te? w v.j t 
(Phase f) and for he routing of completed report-.* t-.iVri the ‘-e- 
s-unnel^ Office, 


2, The Transactions and Records Branches ere responsible fev 
notifying the office concerned of the due date of a Personnel 
Evaluation Report, Service Record Cards (SF -?} will be tabbed to 
Indicate initial and annual report dates a® follows: 


So From 1 October through 31 December 1952* annual 
reports will be prepar ed in ac cordance with the evaluation 


schedule in CIA Notice 


tor each individual who will 


have completed a minimum of nine months service as of 
1 October 1952, 


b- Effective 1 October X952» initial reports will be 
prepared for each individual who completes hie first nine 
months of service with the Agency as of the date such service 
is completed 

Co Effective 1 June 1953s, annual reports will be pre- 
pared on the anniversary of each individual "e entrance on 
duty data, 

3- Form Nc n 37-iSlA, Routing and Action Slip for Personnel 
Evaluation Reports;, ■ shall serve as a notification to the office 
concerned of the due data of a report- This form shall be pre- 
pared in duplicate by the appropriate Transactions and Records 
Branch and the original forwarded to the Evaluation Officer of the 
office concerned* The copy will be retained for follow-up on the 
return of the completed report and will be destroyed when the report 
ie received for filing. 
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Completed reports delivered to the Transactions and Records 
Branch will be noted on the suspense copy of the Form 37-lfJlA and 
forwarded to the Placement Branch for review and necessary action. 
After processing in the Placement Branch, reports will be returned 
to the Transactions and Records Branch for filing. 
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